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ADM NI STRATI VE ASSI STANT TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible adm nistrative
position, the primary duties of which include assisting the Fire
Chief in directing, planning, and coordinating fire departnent
adm ni strative functions in such areas as payroll, purchasing,
budgeti ng, and maintaining departnental records. Participates
in the public relations functions of the department. This class
i'S non-supervisory in nature. Special assignnments are received
fromand work is reviewed directly by the Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Assists the Fire Chief in performng the admnistrative
functions of the fire departnment. Manages the operation of one
fire department function or division. Recomends managenent

policies, goals and objectives for consideration by the Fire
Chief. Monitors and eval uates | ocal conditions which my becone
fire or safety hazards. G ves reports, offers advice, makes
recommendati ons, and keeps informed on local trends that nay
affect the fire service when attending all neetings required by
the local governing authority. Keeps informed on nodern
firefighting nethods and adm nistrative practices. Wrks with
boards and agencies whose rules and operations affect the
careers of fire department enployees or the work of the fire
depart nment. Studi es new | aws, regulations, ordinances, and
court rulings relating to fire department operations to
determne if changes in departnment policies and procedures are
needed.

Manages for the accounting for the noney and assets of the
entire departnent. Gathers information for and assists in the
preparation of the departmental operating budget. Personal | y
prepares budget for one assigned function or division.
Aut hori zes expenditure of funds and purchases equi pnent and
suppl i es, keeping such expenditures and purchases within the
est abl i shed budget. Wites requests for grants or ot her speci al
funds to aid in the operation of the fire service. Mai nt ai ns
inventory of supplies and equipnment. Di sburses supplies and
equi pmrent to departnent personnel. Makes reconmendati ons on
maj or purchases for the departnent.
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Makes deci sions concerning what information should be included
inall records of the departnment and in determ ning in what form
this informati on should be kept. Provides for the nmaintenance
of all department records such as personnel records, records of

activity, and inventory records. Personal ly conpletes any
forms, records, or reports required, including LFIRS reports and
payroll records, and provides for the mintenance of such

records. Wites reports requiring the ability to organi ze i deas
into a |l ogi cal sequence. Wites letters in answer to witten or
oral requests addressed to the fire departnment or as required to
handl e probl ens or other needs of the fire departnment. Wites
newspaper articles or any other type of official departnment
position paper for publication.

| nforns the public about fire departnment work by nmeans of tal ks,
denonstrations, or distribution of |literature to schools, civic
groups, owners and enpl oyees of public and private buil dings, or
any other concerned citizens. Conducts polls and surveys on
guestions or problenms relating to the fire service, organizes
and analyzes the gathered data, and recomends needed policy
statenments or changes based on the data. Acts as departnent
representative to the news nedia, releasing information and
answering questions concerning the work of the departnment.
Conducts tours of departnment facilities for school or civi
groups. Coordi nates special projects related to public
relations or the inmage of the fire departnment. Coordinates the
work of the department with related federal, state, and | ocal
agencies, releasing information and giving assistance when
needed.

Responds in person to all alarns or energency calls for which
the departnment s answerable. Participates in handling
ener genci es i nvol vi ng hazar dous mat eri al s. Mai nt ai ns
comruni cati on between the fire scene and other authorized
personnel at the emergency scene by operating communications
equi prment . Provi des for the needs of fire fighting and other
energency personnel at the scene of an incident.

Acts as coordinator between firefighting personnel and |aw
enf orcenent personnel at the scene of an energency. Personally
conducts classroomtraining in first aid, CPR and EMS. Provides
informal on-the-job training for new enpl oyees.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents |listed bel ow nust
be net by the filing deadline for application to the test.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of enploynent, but before beginning work in this
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cl ass, nmust pass a nedi cal exam nation prepared and adm ni stered
by the Appointing Authority, designed to denonstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout reasonabl e accommdati on.

Must posses a valid driver’s |license prior to beginning work in
this class.

Must obtain and maintain a valid Louisiana driver's |icense.

MUST HAVE ElI THER
A degree in Business Adm nistration or related field.
OR
A hi gh school diploma and at | east eight (8) years of experience

with a background i n managenment, supervi sion, and adm ni strative
wor K.
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